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Printing the State Leave W N

Balance Report
March 8, 2005

Breadcrumbs: Home > Compensate Employees > Manage Payroll Process (US) > Report 1 >
State Leave Balance Report

REQUESTING A STATE LEAVE BALANCE REPORT

Use the above navigation to ‘State Leave Balance Report’ and select ‘Add a New Value.” If you
have run this report before, you can ‘Search’ or simply enter your ‘Run Control ID’.
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‘Run Control ID’ is primarily for technical tracking of processes. We recommend you simply use
your 5-digit Business Unit in that field, then click ‘Add’. In the future, you may simply enter your
Business Unit in the previous screen and it will recall your ‘Run Control'.
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The following screen shows where you need to enter your 5-digit Business Unit (you will only get
results for the Business Units for which you have security access). This report can only be run for
the current month, so there is no Pay Period End Date. Click ‘Run’.

NOTE: The ‘system’ currently seems to be placing a blank space in the Business Unit field. You
may have to backspace to clear that blank in order to be able to put all 5 digits of your business
unit in or do a lookup to find your business unit number.
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The following screen shows the parameters for the report and the *Format defaults to ‘HTM'. The
report is formatted to show best in adobe PDF format so we recommend you select “Web” for the
type and ‘PDF’ for the Format. You will also need to check the box in front of “Leave Balance
Report.” Then click ‘OK’ and you will be returned to the previous screen.

Home = Compensate Employees = Manage Payroll Process (U5) = Eeport 1 = State Leave Balance Report Metw Window

Process Scheduler Request

User ID: TBAUEREMND. GO Run Control ID: 1

Server Name: IPSNT‘ =l RunDate: IU”1 82004
Recurrence: I j Run Time: I QAT 12AM

Time Zohe: | =] Resetto Current DateTime |
Select Description Process Mame Process Type Type *Format
¥ Leave Balance Report MDSP204J FSdob [tMoney =] [mione) =]
NDEP2045 NDEP2045 SQR Process [wen =] |POF =]
NDSPR204 NDSPR204 Crystal [wen =] |POF =]
| Ok || cCancel |

When you're returned to this screen, click on ‘Process Monitor’ to view the status of the report
running.

Home = Compensate Employees = Manage Payrall Process (IUS) = Report 1 = State Leave Balance Report Mew Windon

Helg
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At the Process Monitor screen, you will need to check the box next to ‘View Job Items’ and click on
‘Refresh’. This will list the three processes that are running. Click on ‘Refresh’ periodically until the
‘Run Status’ of all three processes shows ‘Success.” Then click on ‘Details’ for the Crystal
Process.

Horme = PeopleTools = Process Monitor = [nguire = Process Regquests I e Wind iy

Process List Server List

UseriD: [TBAUER@ND Q| process | Tliast: i [Days [z] _Refresh

Type:
Server I :I" Process | ﬂ Instam:e:l to |

Name: Run Status:
¥ view Job tems ¥ Save On Refresh

view Al First (40 170t 7 ] Last
Instance Seq. Process Type  Process Hame User Run Date/Time Run Status Details
28008 PSJob NDSP204. TBAUER@ND.GOY 318[}812””5 FITAIAM o ccess Details
38008 1 GSORProcess NDSP2045  TEAUER@ND.GOV ggjrﬂﬂﬂﬂﬁ FITAIAM 5 ccess  Details
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When you come to the Process Detail screen, click on “View Log/Trace” to get the next screen with

the report file name.

o

Precess Detail

Instance: 10095 Type:
Name: NDSPR204

Run Control ID: 1
Location: Server
Server: PSHNT
Recurrence:

Request Created On: 10/15/2003 4:02:13PM CDT
100162003 4:00:30PM CDT
10M552003 4:02:44PM CDT
10162003 4:04:44PM CDT

Run Anmytime After:
Began Process At:
Ended Process At:

Hore = PeopleTools = Process Monitar = [nguire = Process Requests

Crystal
Description: NDSPR204

S Sign Out

@ Home

e Window

o
o
o

€ Delsie Request
é

Parameters Transfer
Message Log
Batch Timings

Wiew Log/Trace

Then click the report name below to view the report.

/

p Report/Log Viewer

Instance: 100595
Name: HND=PE204
Status: Success
Server: PSNT

e: Crystal
un Cntl TD: 1
Submitted By: Iherger
Recurrence:

NDSPR204

< MNOSPRZ204 10095.PDF

Wed Oct 15 16:02:43 2003
Wed Oct 15 16:02:44 2003

0 bytes
74502 bytes
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The report, shown below, may then be saved wherever you prefer to store it or you may print it at
your own printer.
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